
Note – Customers request are documented in an excel file where basic information is 
stored.

Apostilles & Authentication - Current Workflow

Reception Administrator

Customer sends 
request in mail

Customer - walkins

1) Cover Letter
2) Supporting Docs 
    (that needs to be processed)
3) Postage paid return envelope

1) Cover Letter
2)  Walk in request form
3) Supporting Docs 
    (that needs to be processed)

Apostilles & Authentication – Database
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Mail rejection letter with reason/s and return all the 
documents & keep the cover letter for records.

1) Enter the record
2) Generate certificate

3) Put Gold stamp and add authentication letter
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Use Case – New

Use Case – Search

Apostilles & Authentication – Current Activity Diagram

Receive paper 
application

Enter the record in 
Access database

Put gold stamp and add 
authentication letter

Keep the cover letter 
for records

Manual 
Review

Approve
Print certificates 

& receipts

Mail the printed rejection letter 
(from template) with the 

customer documents. BSD keeps 
the cover letter for record.
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Enter the record in 
database

Mail certificate

Receive search request
Search for the records in 

Access database
Inform the requestor of 

their request status



Apostilles & Authentication Reports

Apostilles & Authentication Reports

1) Transaction daily reports
2) Reports by Employee filing

Transaction Recording

1) Who filed it?
2) Who review it?
3) What is the filing date?
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